s 

3s-/./ 


STATE  DOgy 


PLunmnG  You& 


ruTuer 


lu 


momww 

tllOtlUJ-RV 

DCP^aTrntnT 


jAJx 


II    CTE 


MONTANA  STATE  LIBRARY 
930  East  lyndate  Avenue 


Montana  State  Library 


3  0864   1006  3159  0 


NONTANA  STATE  HIGHWAY  COMMISSION 

January  1957 

CONTENTS 
SUEJECT  PAGE 


The  Picture  Ahead  1 

Training-in-Service  Program  2 

Engineering  Aides  and  Draftsman  2 

Rodman  and  Senior  Draftsman  3 

Training-in-Service  Diagram  k 

Conditions  5 

Regulations  6 

Training  8 

Greater  University  Units  9 

I.  C.  S.  Courses  9 

Voluntary  Department  Course  10 

Examinations  11 

Part  -  1  11 

Part  -  2  12 

Part  -  3  12 

Manner  of  Application  13 

Engineer -in -Training  Program  Ik 

Salaries  15 

Program  l6 
Responsibilities  of  Training-in-Service 

Engineer  17 
Responsibilities  of  Division  or  Department 

Head  18 

Phases  of  Program  19 

Familiarization  Assignment  19 

Specialty  Assignment  23 

Pay  Periods  2k 

Expenses  2k 

Retirement  25 

Workman's  Compensation  26 

Hospitalization  26 


CONTENTS 


SUBJECT 

Holidays 

Vacation 

Sick  Leave 

Jury  Duty 

Military  Leave 

Leave  of  Absence 

Conference  Leave 

Political  Activity 

Employees  Association 

Merit  Rating 

How  it  Works 

Purpose 

When  to  be  Rated 

Job  Classifications 


PAGE 

27 

27 

28 

28 

29 

29 

30 

30 

31 

31 
32 
32 
32 

33 


TRAINING-IN-SERVICE  DEPARTMENT 
STATE  HIGHWAY  COMMISSION  OF  MONTANA 
ROSS  G.  HENRY,  TRAINING-IN-SERVICE  ENGINEER 


F.  G.  CONNELLY 
Chairman 


SCOTT  P.  HART 

State  Highway  Engineer 


Digitized  by  the  Internet  Archive 
in  2013 


http://archive.org/details/planningyourhigh59mont 


Iff 


PICTUQt- 
■RtifflD 


With  a  working  force  of  less 
than  2,000,  your  Highway  Depart- 
ment is  now  preparing  to  increase 
its  forces,  as  necessary,  to  meet 
the  demands  of  the  new  National 
Highway  Program.  The  interstate 
portion  of  this  program  alone 
will  involve  over  1,200  miles  of 
design  and  construction  over  a 
period  of  approximately  13  years. 
The  expanded  program  will  create  excellent  opportuni- 
ties for  careers  in  highway  engineering.  New  positions 
of  responsibility  will  be  created  which  will  be  largely 
filled  by  qualified  men  within  the  present  organization, 
who  through  self- improvement  programs  and  practical  ex- 
perience have  developed  the  capabilities  and  demonstrated 
the  aptitudes  for  advanced  assignments. 

To  meet  the  manpower  needs,  the  department  will  make 
more  wide-spread  and  effective  use  of  existing  and  new 
sub-professional  engineering  manpower  through  up-grad- 
ing and  training,  and  will  offer  inducement  to  recent 
engineering  graduates  through  "Engineer-in-Training" 
programs . 


TRAininG 


As  an  approach  to  these  objectives,  your  department 
has  provided  for  two  distinct  training  programs:  The 
Training-in-Service  Program,  and  the  Engineer-in-Train- 
ing  Program. 
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TRflininG-in-jfRvicf 


The  Training-in-Service  Pro- 
gram is  for  sub-professional  em- 
ployees in  the  SP-1,  2,  and  3 
classifications.   It  is  essen- 
tially an  incentive  program 
whereby  the  individual  employee, 
through  superior  work  perform- 
ance and  a  demonstrated  aptitude 
for  further  advancement  in  the 
highway  engineering  field,  may 

advance  himself  more  rapidly  and  with  greater  certainty, 

to  a  more  responsible  professional  status. 


firogra/r? 


From  the  date  of  initial  employment,  advancement 
through  the  program  will  be  on  the  following  basis: 


fng/neer/hg  T^/c/es  /&  2 
Draftsman  (SMSP2) 


1.  After  not  less  than  3  nor 
more  than  6  months  of  superior 
work  performance,  together  with 
a  demonstrated  aptitude  for  fur- 
ther advancement  in  the  engineer- 
ing field,  and  upon  the  recommen- 
dations of  the  division  engineer 
or  department  head,  and  approval 
of  higher  departmental  authority, 
the  employee  shall  receive  a  salary  of  $300. 00  per  month. 


If  at  the  end  of  the  first  6  months,  the  employee  has 


not,  developed  sufficiently  to  have  merited  recommenda- 
1  for  advance  in  sa1aryr>or  for  retention  in  employ- 


asm 


jgggfc  Under  following  condition*,    he   shall    be   separated 
irom  service. 
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2.  After  the  completion  of  6  months  additional  em- 
ployment, and  upon  superior  work  performance  and  im- 
provement, when  recommended  by  the  division  engineer 
or  department  head  and  approval  of  higher  departmental 
authority,  the  employeets  salary  shall  be  increased  to 
$310.00  per  month. 

3.  After  the  completion  of  a  third  6  months  employ- 
ment, upon  passing  a  satisfactory  examination, and  upon 
superior  work  performance  and  improvement,  when  recom- 
mended by  the  division  engineer  or  department  head,  and 
approval  of  higher  departmental  authority,  the  employee* s 
salary  shall  be  increased  to  $325.00  per  month. 

4.  After  the  completion  of  a  fourth  6  months  employ- 
ment, upon  passing  a  satisfactory  examination  for  Rod- 
man or" Senior  Draftsman  (SP-3),  and  upon  superior  work 
performance  and  improvement,  when  recommended  by  the 
division  engineer  or  department  head,  and  approval  of 
higher  departmental  authority,  the  employee Ts  salary 
shall  be  increased  to  $340.00  per  month,  and  he  shall 

be  advanced  to  the  classification  of  Rodman  or  Senior 
Draftsman,  (SP-3). 

ftoc//r?an  rf/7c/ 
Sen/or  0ra/¥s.  (SP~3) 


1.  After  a  minimum  of  9 
months  employment  as  rodman 
or  senior  draftsman,  upon 
superior  work  performance  and 
improvement,  when  recommended 
by  the  division  engineer  or  de- 
partment head,  and  approval  of 
higher  departmental  authority, 
the  employeeTs  salary  shall  be 
increased  to  $355.00  per  month, 


2.      After  the  completion  of  9  months  addit- 
ional employment  as  rodman  or  senior  draftsman,  upon 
passing  a  satisfactory  examination,  and  upon  superior 
work  performance  and  improvement,  when  recommended 
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by  the  division  engineer  or  department  head,  and  approv- 
al of  higher  departmental  authority,  the  employee  Ts  sal- 
ary shall  be  increased  to  $370.00  per  month. 

3»     After  the  completion  of  a  third  9  months  addi- 
tional employment  as  a  rodman  or  senior  draftsman,  upon 
passing  a  satisfactory  examination,  and  upon  superior 
work  performance  and  improvement,  when  recommended  by 
the  division  engineer  or  department  head,  and  approval 
of  higher  departmental  authority,  the  employee  shall  be 
placed  on  a  preference  roster  for  advancement  as  vacan- 
cies develop  in  professional  classification  (P-l),  as 
instrumentman  or  detailer,  as  the  case  may  be. 

Pending  his  advancement  to  the  P-l  classification, 
and  thereafter  the  employee  will  go  on  the  normal  earn- 
ed increment  basis  of  $10.00  increase  in  monthly  salary 
for  each  12  months  of  satisfactory  service. 


^^   Conef/t/oits 


Except  as  noted,  employees 
included  in  the  two  preceding 
classifications,  who  do  not 
desire  to  enter  the  "Training- 
in-Service  Program"  or  who  do 
not  fit  themselves  for  continued 
advancement  through  the  progres- 
sive stages  as  indicated,  but 
who  have  shown  satisfactory  work 
performance,  will  thereafter  ad- 
vance only  through  the  normal  increment  increases  of 
$10.00  for  each  12  months  of  service  in  accordance  with 
such  recommendations  "made  in  this  connection  by  the  di- 
\  vision  engineer  or  department  head,  and  as  approved  by 
higher  departmental,  or  other  reviewing  authority. 

Employees  who  may  have  been  advanced  through  one  or 
more  increments  in  their  classification  as  of  the  date 
that  this  plan  is  initiated,  and  desire  to  enter  the 
program,  will  automatically  fit  into  the  stage  of  the 


-5- 


plan  which  their  current  salary  (base  salary  plus  in- 
crements) may  place  them.  Their  further  advancement 
will  be  dependent  upon  their  meeting  all  provisions  of 
the  Training-in-Service  Program  as  outlined,  or  alter- 
nately, upon  the  basis  of  the  normal  increment  increases 
as  set  forth  in  the  preceding  paragraph. 

Men  who  may  qualify  for  permanent  employment  with  the 
Department  at  a  salary  scale  above  the  minimum  for  the 
classifications  concerned,  will  henceforth,  be  subject 
to  the  provisions  as  outlined  in  the  preceding  paragraph, 

An  employee  who  fails  an  examination  for  stage  ad- 
vancement, as  outlined  in  the  plan,  may  take  the  same 
examination  again,  at  a  later  date,  without  prejudice. 
"In  the  meantime,  however,  he  will  advance  only  through 
the  normal  increment  increases  of  $10.00  for  each  12 
months  of  satisfactory  service. 


Employees  in  the  P-l  classification  who  have  passed 
the  respective  examination  for  the  P-2  classification, 
and  employees  in  the  P-2  classification  who  have  passed 
the  examination  for  registration  as  a  civil  engineer, 
will  thenceforth  be  eligible,  subject  to  the  recommen- 
dation of  the  division  engineer  or  department  head,  and 
approval  of  higher  departmental  authority,  for  an  annual 
earned  increment  advance  of  $20.00  per  month  until  such 
time  as  they  reach  the  top  bracket  figure  for  their  re- 
spective classifications  or  pending  the  time  that  they 
are  advanced  to  the  respective  P-2  or  P-3  classifications, 


fsMl 


In  order  to  facilitate  the 
transition  of  departmental  em- 
ployees into  the  "Training-in- 
Service  Program,"  the  follow- 
ing has  been  determined  to  be  to 
the  best  interest  of  all  con- 
cerned and  will  govern  the  pro- 
cedure: 


1.  The  initial  effective  date  of  the  program  is 
September  16,  1956,  for  field,  and  September  1,  1956 
for  headquarters. 
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2.  The  end  of  the  first  six  month1 s  period  for  field 
iployees  under  the  plan  will  fall  on  March  15,  1957. 

3#  During  the  period  from  September  16,  1956,  to 
March  15,  1957,  all  field  employees  of  the  grades  affect- 
ed, who  desire  to  enter  the  program,  will  be  examined  or 
otherwise  processed  in  order  that  by  March  15,  1957,  those 
who  desire  will  be  fully  intergrated  in  the  program. 


4«  Those  field  employees  whose  normal  annual  incre- 
ment date  falls  between  September  16,  1956  and  March  15, 
1957,  will  receive  the  increment  under  prescribed  regu- 
lations, and  on  March  16,  1957,  a  further  adjustment  may 
be  necessary  to  bring  the  employee  to  the  nearest  advan- 
ced payroll  level  under  the  plan,  subject  to  the  require- 
ments thereof. 

5.  There  will  be  no  retroactive  service  in  grade 
allowable,  previous  to  September  15,  1956,  with  the  ex- 
ception of  those  employees  in  the  SP-1  classification 
in  the  $290.00  per  month  salary  bracket,  whose  initial 
period  of  service  under  the  plan  would  be  completed 
between  the  dates  of  September  16,  1956,  and  March  15, 
1957,  and  those  employees  in  the  SP-3  and  P-l  classifi- 
cations whose  previous  service  allows  them  to  complete 
9  months  "in  grade"  by  March  15,  1957.   Such  employees 
would  be  subject  to  advancement  in  the  plan  in  the  pre- 
scribed manner. 

6.  Regardless  of  whether  an  employee  chooses  the 
training-in-service  route  or  normal  increment  route  of 
advancement,  when  advancing  from  one  classification  to 
another,  SP-1  through  P-2,  he  will  be  subject  to  exam- 
inations, including  a  review  of  the  job  performance  of 
the  employee.  No  meritorious  increases  will  be  allowed. 

7«  In  some  few  cases,  where  the  employeefs  annual 
increment  date  now  falls  between  September  16,  1956  and 
March  15,  1957,  and  the  employeeTs  salary  is  at  a  level 
not  compatable  with  the  planned  salary  levels,  individual 
determination  of  the  employee fs  status  under  the  plan 
will  be  subject  to  determination  by  higher  authority. 
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8.   All  headquarters  employees  -who  desire  to  enter 
the  plan  will  be  integrated  in  a  like  manner  as  soon 
as  possible  after  the  field  employees  transition  has 
been  completed. 


The  application  forms  for  examination  are  available 
at  all  division  and  department  headquarters,  or  may  be 
obtained  from  the  Training-in-Service  Engineer,  Montana 
Highway  Commission,  Helena,  Montana.   Answer  every 
question  fully  and  clearly.   The  information  you  give 
will  be  used  in  determining  your  acceptance  or  rejection, 
and  in  arriving  at  your  final  rating  in  the  examination. 
Submit  the  completed  form  to  your  department  or  division 
head.   Applicants  will  be  notified  of  the  acceptance  or 
rejection  and,  if  acceptable,  the  time  and  place  of  ex- 
amination. 


The  application  form  is  to  be  reviewed  and  signed  by 
the  department  head  or  division  engineer  and  sent  to  the 
Training-in-Service  Engineer,  Montana  Highway  Commission, 
Helena,  Montana. 


Tn 
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The  "Training-in-Service  Pro- 
gram", or  "up  grading",  is  the 
means  by  which  ambitious  men 
entering  or  in  the  employ  of  the 
department  can  advance  in  rank 
and  correspondingly  in  salary. 
The  means  an  employee  may  use  to 
increase  his  knowledge  are  his 
own  choice. 
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To  this  end; the  department  will  render  such  assist- 
ance for  self-study  as  is  considered  to  be  practical. 
The  following  are  some  suggested  means: 


Greater    University   Units 


Home  Study  Courses  are  available  through  some  units 
of  the  "University  of  Montana** •  These  courses  carry 
college  credits  and  are  especially  attractive  to  young 
men  who  may  be  able  to  attend  college  at  some  future 
time.  The  fees  are  payable  in  advance  at  the  rate  of 
$4*00  per  credit. 

Some  courses  and  total  fees  are  as  follows: 


Montana  State  University  -  Missoula 

Intermediate  Algebra  5  credits 

Solid  Geometry  5  credits 

Plane  Trigonometry  5  credits 

College  Algebra  5  credits 

Plane  Analytic  Geometry  5  credits 

Calculus  1  5  credits 


Calculus  2 


5  credits 


$20.00 
20.00 
20.00 
20.00 
20.00 
20.00 
20.00 


Application  may  be  made  to  "Home  Study  Department", 
Montana  State  University,  Missoula,  Montana. 


Northern  Montana  College  -  Havre 
Intermediate  Algebra 


5  credits 


s^20.00 


Application  may  be  made  to  "Home  Study  Bepartment," 
Northern  Montana  College,  Havre,  Montana. 


ACS.  Coc/r^ses 

These  courses  are  one  of  the 
most  widespread  methods,  in  use, 
for  training  highway  engineering 
employees.  They  have  the  advan- 
tage of  following  migratory  work- 
ers to  any  locality  where  mail 
facilities  are  available,  and  are 
designed  to  train  in  special  sub- 
jects. 


Detailed  information  about  these  courses  can  be 
had  from  the  local  I.C.S.  representative,  or  by- 
direct  communication  with  I.C.S.,  Scranton  9*  Pennsy- 
lvania. Short  courses  of  general  interest  are: 

1.  Mathematics  and  Elementary  Drawing 

2m  Elementary  Surveying,  Mapping 

3.  Basic  Sciences 

4«  Materials  of  Construction 

5«  Advanced  Surveying 


The  above  are  a  part  of  the  various  phases  cover- 
ing the  complete  civil  and  highway  engineering  courses 
and  are  especially  applicable  to  sub-professional 
training  in  our  department. 

The  courses  are  intended  to  qualify  men  rapidly  at 
moderate  expense  for  sub-professional  assignments.   If 
there  should  be  no  standard  courses  that  exactly  fits 
the  employee *s  needs,  the  I.C.S.  representative  will 
gladly  arrange  a  special  course  on  request. 

The  "Highway  Engineering  Course",  which  covers  all 
pertinent  phases  of  this  subject  provides  the  employee 
with  a  good  general  background. 

The  "Civil  Engineering  Course",  which  is  one  of  the 
most  comprehensive  in  this  field  provides  the  technical 
background  for  registration  as  a  "Civil  Engineer". 


It  is  anticipated  that, 
in  the  near  future,  where  there 
is  sufficient  personnel  showing 
interest  in  a  division  area,  the 
division  head  in  cooperation 
with  the  Training-in-Service 
Department  may  make  a  voluntary 
off-duty,  simplified,  basic  en- 
gineering course  available. 
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It  is  contemplated  that  the  course  be  given  in 
4-2  hour  evening  classroom  periods  comprising 

hours  of  instruction.  Normally  classes  would  be 
eld  twice  weekly  on  regularly  scheduled  days  at  a 
>nvenient  time  and  place. 

Suggested  subjects  to  be  covered,  and  approximate 

Iotal  classroom  instruction  for  each  subject  may  be 
s  follows: 


SUBJECT            HOURS  OF 

INSTRUCTION 

Ratio  &  Proportions 

2 

Elements  of  Algebra 

5 

Plane  Trigonometry  Through 

Right  Triangles 

14 

Solution  of  General  Trainagles 

3 

Circular  Curves 

6 

Engineering  Surveys 

16 

General  Review  &  Examination 

2 

The  classroom  instruction  should  be  conducted  along 
Lines  which  will,  as  far  as  practical,  integrate  theory 
tfith  actual  design  and  field  problems. 

It  will  be  necessary  that  each  enrollee  purchase  his 
own  text  books  for  trigonometry  and  surveying.  Texts 
will  be  the  permanent  property  of  th  enrollee.  The  use 
of  textbooks  for  the  "Ratio  &  Proportions",  and  "Ele- 
ments of  Algebra"  will  not  be  required. 


£XAminATion5 


Any  uniform  system  of  advance- 
ment must  necessarily  be  based 
on  work  performance,  experience 
and  capabilities. 

A  normal  gage  of  these  char- 
acteristics is  fair  promotional 
examinations  in  which  experience 
plays  an  important  role. 

The  official  departmental  pro- 
motional examinations  will  be 
conducted  on  the  following  basis, 
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The  written  test  (assembled)  portion  will  be  given 
at  such  place  or  places,  and  on  such  date  or  dates, 
as  the  number  of  applicants  warrant  and  conditions 
permit*  Each  applicant  will  be  notified  of  the  parti- 
cular place  and  date  of  the  assembled  portions  of  the 
examinations  as  soon  as  practicable  after  the  number 
of  qualified  applicants  in  each  grade  has  been  deter- 
mined • 


This  portion  of  the  examination  will  be  conducted 
by  the  Training-in-Service  Engineer,  or  his  author- 
ized representatives  in  collaboration  with  the  Div- 
ision Engineer  and  engineers  concerned.   It  will  be 
necessary  to  call  on  division  personnel  for  assist- 
ance in  obtaining  a  suitable  place  and  equipment 
necessary  for  conducting  the  examination,  Any  date 
set  will  be  arranged  with  the  least  interruption 
possible  to  the  normal  work  load  of  the  applicants. 

Part  2. 

The  training  and  experience  (unassembled)  portion 
will  be  completed  by  the  applicant  as  a  part  of  the 
"Examination  Application  Form"  and  reviewed  by  the 
Department  Head  or  Division  Engineer.   In  addition 
to  formal  grade,  high  school  and  college  credits  to 
be  allowed,  the  applicant  is  entitled  to  a  credit  of 
one-fourth  point  for  each  I.C.S.  lesson  completed  with 
a  passing  grade  in  any  course  related  or  applicable 
to  Highway  or  Civil  Engineering.  Official  copies  of 
I.C.S.  grades  for  the  lessons  claimed  by  the  applicant 
for  credit  shall  be  attached  to  the  applicant Ts 
v Examination  Application  Form" • 

Pert  3. 

The  interview  and/or  merit  rating  (unassembled) 
portion  of  the  examination  shall  be  processed  through 
the  Department  or  Division  Head.  The  Employee  Merit 
Rating  Form  E-4  is  to  be  used  for  employees  up  to  and 
including  Professional  Grade  P-l,  Form  E-5  is  to  be 
used  for  Professional  Grade,  P-2  and  above.  The  forms 
which  can  be  completed  at  division  level  shall  be  for- 
warded direct  to  Training-in-Service  Engineer.   The 
forms,  which  require  completion  at  the  higher  level, 
should  be  forwarded  through  the  appropriate  channels. 
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Where  the  applicant  has  not  worked  under  the  dir- 
ection of  the  department  or  division  head,  and  no 
direct  knowledge  of  work  performance  is  available, 
it  will  be  necessary  that  the  applicant  be  rated  on 
the  basis  of  an  interview.  A  tactful  and  systematic 
questioning  should  be  used  to  develop  sufficient  in- 
formation to  the  end  that  a  fair  appraisal  can  be 
obtained.  In  this  case  an  T,Employee  Interview  Apprai- 
sal Form"  will  be  completed  by  the  department  or  divi- 
sion head. 

One  copy  of  the  forms  shall  be  completed  for  each 
applicant  and  submitted  to  the  Training-in-Service 
Engineer,  Montana  Highway  Commission,  Helena,  Montana. 
After  review,  two  additional  copies  will  be  made,  and 
one  copy  will  be  returned  to  the  applicant  together 
with  his  final  rating  for  the  completed  test,  one  re- 
turned to  the  division  or  department  head  for  their 
files,  and  one  will  be  retained  at  the  headquarters 
office  in  Helena. 

After  the  effective  date  of  Part  1  (written  test 
assembled)  portion  of  the  examination,  no  supplemental 
information  will  be  accepted  for  consideration  in  the 
evaluation  of  experience  and  training  for  these  exami- 
nations. 

T1AITO  Of  APPLICATION 

Applicants  will  make  appli- 
cation for  examination  through 
their  department  or  division  head 
on  a  Standard  "Examination  Appli- 
cation Form",  the  forms  are  avail- 
able at  all  division  headquarters, 
or  may  be  obtained  from  the 
Training-in-S  ervic  e  Engineer , 
Montana  Highway  Commission, 
Helena,  Montana.  Answer  every 
question  fully  and  clearly.  The  information  you  give 
will  be  used  in  determining  your  acceptance  or  rejection, 
and  in  arriving  at  your  final  rating  in  the  examination. 
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Submit  the  completed  form  to  your  department  or  division 
head  as  soon  as  possible.  Applicants  will  be  notified  of 
the  acceptance  or  rejection  and,  if  acceptable,  the  time 
and  place  of  examination. 

The  application  form  is  to  be  reviewed  and  signed  by 
the  department  head  or  division  engineer,  and  sent  to 
the  Training-in-Service  Engineer,  Montana  Highway  Com- 
mission, Helena,  Montana. 

Veteran !s  Preference:   In  accordance  with  Section  77- 
501,  Revised  Codes  of  Montana,  194-7,  and  amendments  there- 
to: 

A  5-point  credit  will  be  added  to  total  examination 
score  in  the  case  of  an  honorably  discharged  veteran. 

Veterans  having  a  service-connected  disability  may 
receive  5  additional  points,  or  a  total  of  10  points. 
Veterans  claiming  service-connected  disability  credits 
shall  furnish  ffC"  number  to  district  or  department  head 
for  submission  with  parts  2  and  3  of  the  examination  to 
Helena. 

Veteran's  Credit  is  contingent  upon  passing  examina- 
tion, and  credits  will  be  checked  and  added  to  examina- 
tion score  through  headquarters  department. 

fnGinWin- 
TMinino-PPOGwmi 

The  Montana  Highway  Commis- 
sion's Program  for  Highway  Engi- 
neers is  to  give  both  selected 
departmental  personnel  and  in- 
coming graduate  engineers  an  ad- 
equate understanding  of  the  De- 
partment, together  with  its  var- 
ious activities  as  promptly  as 
possible.  Instead  of  leaving  the 
the  matter  to  chance,  the  Department,  through  an  organ- 
ized training  program,  has  arranged  to  give  trainees 
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a  wide  variety  of  experience  during  21  months  of  his 
employment,  to  be  followed  by  15  months  of  specialty 
assignment  in  the  particular  field  indicated  by  his 
capabilities,  choice  and  needs  of  the  department. 

It  is  realized  that  young  graduate  engineers  are  not 
sure  of  their  permanent  field,  so  the  department  believes 
it  desirable  to  supplement  their  technical  training  with 
a  practical  orientation  program  to  see  where  they  best 
fit  into  highway  engineering.   It  is  also  felt  that  there 
are  now  in  our  employment  persons  who  have  not  had  the 
benefit  of  a  formal  engineering  education,  but  who 
through  self -improvement  programs  and  practical  experi- 
ence, are  capable  of  doing  work  of  a  higher  degree  than 
their  present  or  past  assignments.  We  hope,  through 
this  program,  to  find  that  assignment  which  is  better 
suited  for  such  an  employee. 

It  is  believed  that  both  the  trainee  and  the  depart- 
ment will  derive  considerable  benefit  from  the  program, 
however,  its  success  is  largely  dependent  upon  coopera- 
tion and  coordination  between  the  various  departments, 
divisions,  affected  personnel  and  the  Training-in-Ser- 
vice  Engineer. 

Scf/orr/es 

The  salary  schedule  for  the 
trainee  will  be  as  follows, 
subject  to  any  general  wage 
plan  adjustments  which  may 
occur  during  the  course  of  the 
training  period.  Promotion 
after  permanent  assignment 
will  be  in  accordance  with  the 
established  rules  and  regula- 
tions of  the  department. 

Time  in  Training  Schedule  Rate 

1st  6  months — $410.00  per  month 

6  months  to  1  year 425.00  "   Tl 

1  year  to  1  year  6  months 440.00  "   Tt 
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Time  in  Training  Schedule  (Conft.) 

1  year  6  months  to  2  years 

2  years  to  2  years  6  months 

2  years  6  months  to  3  years 


Date 
.-$455.00  per  month 
-  470.00  "   " 
.-  485.00  "   " 


On  Permanent  Assignment  in  Professional 

Grade-2  (P-2) 500.00 


yO/~oj?s*c/sr? 


The  program  is  in  effect  as 
of  September  1,  1956.  It  will  be 
administered  by  the  Training-in- 
Service  Engineer,  under  the  dir- 
ection of  the  State  Highway  En- 
gineer. Persons  enrolled  in  the 
program  will  be  designated  as 
"Trainees"  regardless  of  what 
their  official  titles  may  be. 


To  be  eligible  for  appointment  as  trainee,  *the  appli- 
cant must  be  a  graduate  of  an  engineering  course  in  a 
college  of  recognized  standing,  or  an  employee  of  the 
Montana  State  Highway  Commission  with  a  classification 
of  sub-professional  Grade-3  or  better,  who  has  success- 
fully passed  the  prescribed  written  examination  for 
"Engine  er-in-Training" • 

Employees  of  the  department  who  have  taken  the  indicat- 
ed examination  twice  and  have  failed  to  make  the  pres- 
cribed grade  will  not  be  considered  eligible  for  further 
application  as  a  Trainee. 

Qnployees  of  the  department,  who  have  established 
eligibility  to  enter  the  training  program,  will  be  chosen 
according  to  the  grades  made  in  the  examination  on  a  quota 
basis. 

Each  trainee  will  be  under  the  direction  of  the  divi- 
sion or  department  head  concerned  for  each  particular 
phase  of  the  training,  and  prescribed  expenses  will  be 
allowed  for  change  in  location  of  training. 
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The  trainee  will  be  rated  on  each  phase  of  the  train- 
ing program  by  his  immediate  supervisor  using  a  special 
rating  form.  The  division  or  department  head  will  in- 
form the  trainee,  from  time  to  time,  as  to  his  standing 
and  will  be  expected  to  offer  helpful  suggestions,  if 
the  standing  is  not  satisfactory. 

The  training  supervisor  may  transfer  a  trainee  to 
regular  employee  status  at  any  time  such  action  seems 
to  be  to  the  best  interests  of  all  concerned.  The  trainee 
can,  of  course,  resign  whenever  he  so  desires. 


1.  To  administer  the  program, 
under  the  direction  of  the  State 
Highway  Engineer. 

2.  To  plan  and  carry  out  re- 
cruiting procedures,  including 
the  interviewing  of  college  stu- 
dent groups. 


3m       To  process  all  applicants  for  appointment  as 
trainees. 

4.   To  assign  trainees  to  divisions  or  departments, 
and  to  transfer  a  trainee  from  one  division  or  depart- 
ment to  another,  if  this  need  arises,  in  cooperation 
with  division  or  department  heads. 

5«   To  see  that  the  commitments  made  to  the  trainee, 
in  regards  to  training,  are  faithfully  carried  out. 

6.   To  prepare  a  training  schedule  and  to  revise  it 
when  changes  are  needed. 


7.   To  keep  records  of  shifting  of  trainees  from  as- 
signment to  assignment  and  call  attention  of  division 
engineers  or  department  heads  to  shifts  that  are  over- 
due. The  Training-in-Service  Engineer  and  the  division 
and  department  will  cooperate  with  each  other  in  this 
regard. 
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8.  To  arrange  such  training  conferences  as  seem  de- 
sirable, 

9.  To  set  up  and  maintain  a  system  for  rating  each 
trainee,  and  keep  all  necessary  records. 

10*  To  provide  the  forms  necessary  to  carry  out  the 
program. 

11.  To  keep  in  close  touch  with  trainee  and  to  give 
him  advice  and  encouragement. 

12.  To  confer  with  trainee  at  end  of  each  work  as- 
signment, in  regard  to  merit  rating,  and  for  preference 
in  "Specialty  Assignment". 

13.  To  arrange  for  awarding  certificate  to  trainees, 
who  have  successfully  completed  training. 

14«  To  arrange  with  division  engineers  or  department 
heads  for  the  permanent  assignment  of  trainee  after  com- 
pletion of  training. 

Responsibility  of 
Div.  or  Dep%t.  Head 

1.  In  cooperation  with  the 
Training-in-Service  Engineer, 
the  division  engineer  or  depart- 
ment head  will  be  expected  to 
lay  out  for  the  trainee  a  sche- 
dule that  will  serve  as  a  guide 
during  the  trainee fs  specific 
assignment. 

2.  While  on  each  assignment, 
the  trainee  should  be  started  on 

minor  duties  in  the  section,  and  should  be  elevated  to 
other  duties  as  soon  as  his  capabilities  permit. 

3*     It  is  intended  that  the  trainee  perform  normal 
work,  in  the  capacity  to  which  he  is  assigned,  as  a 
regular  member  of  the  department. 


TRAINING 

5CHCDUL-E- 
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4.  The  division  engineers  or  department  heads  shall 
cooperate  with  the  Training-in-Service  Engineer  in  the 
transfer  of  trainee  from  one  division  or  department  to 
another,  if  the  need  arises. 

5.  The  immediate  supervisor  of  the  trainee  shall 
evaluate  and  rate  a  trainee  at  the  completion  of  the 
specific  phase  of  his  assignment*   The  rating  shall  be 
on  a  standard  form  furnished  by  the  Training-in-Service 
Engineer,  and  the  completed  form  shall  be  forwarded 
through  the  division  engineer  or  department  head  to  the 
Training-in-Service  Engineer  for  evaluation  and  record- 
ing. 

6.  At  the  close  of  each  work  week,  the  trainee  will 
be  expected  to  complete  and  forward  through  the  division 
or  department  head  to  the  Training-in-Service  Engineer, 

a  simplified  form  covering  the  work  of  the  preceding  week. 

7«  It  is  necessary  that  the  trainee  be  rotated  from 
work  assignment  to  work  assignment  as  rapidly  as  the  train- 
ing in  each  assignment  has  been  assimilated.   In  this 
connection  it  may  be  necessary  to  assign  the  trainee  to 
a  working  unit  as  an  extra  man  in  order  that  he  may  have 
as  much  experience  and  training  as  possible  in  all  parts 
of  each  phase  within  the  time  alloted. 

8.  The  division  or  department  heads  and  the  Training- 
in-Service  Engineer  will  cooperate  with  each  other  in  ro- 
tating trainees  to  conform  to  the  practical  application 
of  the  schedule. 


fi/?ase>s  o/°  Program 


The  length  of  the  training  program  is  fixed  at  a  max- 
imum of  three  years  comprising  21  months  of  familiariza- 
tion training  and  15  months  specialty  training. 

f&/77///<7r/zc/£/or7 
^fss/yrp/rpent 

The  21  months  of  familiar- 
ization training  will  consist 
of  four  phases  comprising  5 
months  in  Bridge  Design,  5 
months  in  Road  Design,  9  months 
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on  construction  and  location,  and  2  months  in  testing 
laboratory  work. 

The  sequence  of  the  phases  is  to  be  used  as  a  guide 
only,  and  shifting  of  the  trainees  is  to  be  done  with 
consideration  for  the  needs  of  the  department  and  com- 
mitments that  have  been  made  to  the  trainee. 

Employees  of  the  department  who  may  be  shifted  to  the 
training  program  will  be  given  consideration  for  past 
experience  in  setting  up  training  phases. 

The  following  is  a  suggested  general  outline  of  the 
familiarization  portion  of  the  program.  However,  the 
assignements,  in  length,  sequence,  and  content  may  be 
varied  from  time  to  time  to  fit  existing  conditions  and 
circumstances. 

A.  Bridge  Design  Section  -  5  months 

1.  Tracing  drawings  of  simple  and  continuous 
structures. 

2.  Computation  of  quantities  of  material  required 
for  construction  of  steel,  concrete  and  timber 
bridges  as  indicated  by  the  plans  and/or  in 
accordance  with  the  construction  records  of  the 
completed  structure. 

3.  Detailing  of  simple  timber,  steel,  and  concrete 
structures  from  sketches  and/or  calculations. 

a.  Substructures  -  retaining  walls,  piers, 
and  abutments  either  with  or  without 
piling. 

b.  Superstructures  -  concrete,  steel  and 
timber  spans. 

lv     Checking  shop  drawing  details  of  timber  and 
steel  bridges  as  prepared  by  fabricators. 

5»     Designing  simple  steel,  concrete  and  timber 
structures. 
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A.  Bridge  Design  Section  -  5  months  (Conft.) 

6.  Stress  analysis  of  existing  simple  structures 
and  preparing  plans  for  repair  and  reconstruct- 
ion of  the  same. 

B.  Road  Design  Section  -  5  months 

1.  General  -  Study  road  design  standards  and  geo- 
metric design  standards. 

2.  Cross  Sections 

a.  Read  and  check  level  notes  individually 
and  collectively,  and  plot  cross  sections. 

b.  Draw  template. 

c.  Planimetering  areas. 

d.  Computing  earthwork  quantities. 

3.  Plans 

a.  Plot  profiles. 

b.  Read  and  check  alignment  notes. 

c.  Plot  alignment  and  topography. 

d.  Work  up  summaries. 

e.  Work  out  office  changes  in  alignment. 

f.  Lay  grades. 

g.  Compute  quantities  for  structures. 

4«  Special  Designs 

a.  Study  various  types  of  intersection  designs 

b.  Study  parkway  and  median  -strip  design. 

c.  Study  pavement  transitions  and  super- 
elevation. 

d.  Study  contour  maps  and  aerial  photos. 

5»  Contracts 

a.  Specifications 

b.  Special  Provisions 

c.  Estimates 

C.  Construction  and  location  -  9  months 

1.  Preliminary 

a.  Chaining 

b.  Levels 

c.  Transit 
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C.  Construction  and  Location  -  9  months  (Conrt. ) 

2.  Location 

a.  Principles  of  highway  locations 

b.  Route  Surveys 

c.  Running  and  staking  out  circular  curves 

d.  Taking  topography 

e.  location  property  lines 

f.  Running  out  drainage  areas,  and  comput- 
ing size  of  openings 

g.  Keeping  standard  notes 
h.  Running  in  profiles 

i.  Taking  cross  sections 

j.  Making  bridge  situation  plans 

k.  Plotting  alignment  and  topography 

1«  Plotting  profiles 

nu  Making  section  ties 

3*  Construction 

a.  Establishing  alignment 

b.  Taking  cross  sections  for  construction 

c.  Setting  slope  and  grade  stakes 
d*  Staking  out  culverts  and  bridges 

e.  V/orking  out  grades  involving  vertical 
curves 

f.  Taking  final  cross  sections  and  measuring 
and  computing  quantities  on  completed 
projects. 

g.  Keeping  standard  construction  survey  notes, 
h.  Construction  inspection 

1«  Field  laboratories 

2.  Watering  and  rolling  subgrade  and 
surface  courses 

3.  Production  of  surfacing  aggregates 
U»     Grading  and  surfacing 

5#  Preparation  of  surface  for  oil 

6#  Various  types  of  bituminous  surfaces 

a.  Road  mix 

b.  Plant  mix 

c.  Bituminous  surface  treatment 
d#  Seal  coats 
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C.   Construction  and  location  -  9  months  (ConTd.) 

4#   General 

a.  Property  surveys 

b.  Closed  transit  surveys 

c.  Adjusted  closed  surveys 
d#  Computation  of  areas 

e.  Problems  involving  coordinates 

Dm       Testing  Division  Assignment  -  2  months 

1#   Physical  laboratory 

a.  Specifications  and  methods  of  tests 
b#  Course  and  fine  aggregate  testing 

c.  Inspection  and  testing  of  concrete 
pipes  and  reinforcing  steel  for 
concrete  pavements. 

d.  Preparing  and  testing  concrete  cylinders 

2.  Soils  laboratory 

a.  Preparation  of  soils  samples  for  testing 

b.  Study  of  soils  tests  and  specifications 
c#  Practical  soils  testing 

d.  Design  and  control  of  soil-cement  and 
soil-bituminous  stabilization 

3.  Concrete  Laboratory 

a.  Physical  testing  of  aggregate 

b.  Physical  testing  of  fresh  and 
hardened  concrete 

Cm     Concrete  design 

k»       Chemical  -  Bituminous  and  Pre-Mix  Laboratories 

a.  Specifications  and  methods  of  tests 

b.  Testing,  design  and  control  of  plant- 
mix  bituminous  pavements 

c.  Testing  and  control  of  bituminous 
materials 


fy>ec/a/£y  sfss/psr/nesrt 


The  15  months  Specialty  Assignment  will  be  accomplish- 
ed in  the  division  or  department  so  far  as  possible 
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indicated  as  a  preference  by  the  trainee  and  in  which  he 
shows  the  greatest  aptitude,  with  the  approval  of  the 
division  or  department  heads  concerned. 

Should  the  trainee  show  particular  ability,  and  if 
a  need  exists,  he  may  be  placed  on  permanent  assign- 
ment at  any  time  during  the  15  months  specialty  period 
upon  recommendation  of  his  division  or  department  head. 


P4V   PfDIODS 


Our  Highway  Department 
operates  on  a  normal  forty 
hour,  five  day  week  with  a 
single  monthly  pay  day  for 
both  headquarters  and  field 
employees.   Engineering  and 
non-engineering  overtime  is 
paid  at  a  straight  time  rate 
with  the  exception  of  pro- 
fessional field  engineers, 
who  are  compensated  for  over- 


time on  an  annual  average  basis. 


fXPfMfS 


Employees  transferred 
from  one  permanent  assignment 
to  another  are  given  five 
dollars  per  day  for  the  first 
thirty  days.   Employees  on  a 
temporary  assignment  of  90 
days  or  less  are  granted  five 
dollars  per  day  for  the  dur- 
ation of  their  assignment. 
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Permanent  employees  being  transferred  from  one 
permanent  assignment  to  another  are  reimbursed  for 
the  moving  of  household  furnishings  up  to  4000  lbs., 
at  common  carrier  rates.   Those  owning  trailer  homes 
are  allowed  ten  cents  per  mile  for  moving  plus  an 
additional  twenty  dollars. 


PfTiwrntrn 


Montana  offers  one  of  the 
most  beneficial  Public  Employ- 
ees Retirement  Systems  in  the 
United  States.  As  an  employee, 
you  automatically  become  a  mem- 
ber and  contribute  from  3%  to 
9.6$  of  your  salary,  depending 
on  age.  The  Highway  Commission, 
as  an  employer,  also  contributes 
3.3$  of  your  base  salary  toward 
retirement.  Any  time  an  employee 
resigns,  he  may  elect  to  receive  a  refund  of  his  contri- 
butions.  In  addition  to  liberal  retirement  system,  em- 
ployees are  covered  by  Social  Security  or  Old  Age  and 
Survivor* s  Insurance.  If  you  desire  additional  infor- 
mation regarding  Social  Security  and  Retirement,  write 
or  contact  the  Personnel  Office,  State- Highway  Commis- 
sion, Helena,  Montana. 
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WOPKITIAM 

compcnSflTion 


All  highway  employees  are 
covered  by  a  Workmen*  s  Compen- 
sation Act  administered  by  the 
Montana  Indus trial  Accident 
Board,  Injured  employees  are 
fully  insured  according  to  the 
provisions  of  this  act.  Should 
disability  extend  beyond  the 
compensation  periods  provided, 
the  employee  will  znen   be  allowed  his  accumulated  sick 
and  vacation  leave.  When  all  accrued  leave  has  been 
used,  the  employee  may  then  apply  for  disability  re- 
tirement. 


tlOSPITALIZATIOn 


In  addition  to  Industrial 
Accident  coverage,  many  employees 
join  hospital,  health,  and  ac- 
cident insurance  groups.  The 
Montana  Physicians  Service  or 
"Blue  Shield",  a  prepaid  non- 
profit organization  offers  hos- 
pital, medical  and  surgical 
care  through  a  group  policy  to 
Highway  employees.  Participation 
in  this  plan  is  entirely  on  a 
voluntary  basis.  Blue  Shield  is  represented  at  the  High- 
way Commission  by  employee  group  leaders  who  should  be 
contacted,  regarding  membership  within  sixty  days  of 
initial  employment. 
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tlOLIDJW 


As  a  classified  employee  of  the  Highway  Commission, 
you  are  granted  the  following  annual  holidays: 


New  Yearfs  Day— 

Lincoln1 s  Birthday 

Washington's  Birthday- 
Memorial  Day- 


— January  1 
—February  12 


February  22 


Independence  Day- 
Labor  Day 


Columbus  Day- 
Veterans'  Day 

Thanksgiving  Day- 
Christmas  Day 


May  30 

July  4 

First  Monday  in 

September 

October  12 

— —November  11 
—By  Proclamation 
December  25 


In  addition  to  these  holidays,  you  are  granted  a 
legal  holiday  for  all  primary  and  general  election  days 
and  any  other  days  proclaimed  a  legal  holiday  by  the 
Governor  of  the  State  of  Montana  or  the  President  of 
the  United  States.  When  any  holiday  falls  on  Sunday, 
the  following  Monday  is  a  holiday. 


VflC-flTlon 


Vacation  benefits  accrue  to  you 
as  an  employee  at  the  rate  of 
15  working  days  per  annum. 
Vacation  leave  may  accrue  up 
to  a  maximum  of  thirty  days  at 
the  beginning  of  each  calendar 
year.  You  may,  however,  take 
vacation  for  the  ensuing  year 
as  it  accrues  without  diminish- 
ing the  30  days  previously  es- 
tablished. Vacations  are  requested  by  formal  applica- 
tion and  must  be  approved  by  your  supervisor  so  that 
arrangements  can  be  made  to  schedule  the  work  load  of 
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the  department •   You  are  not  eligible  for  vacation 
until  after  one  year  of  continuous  service. 


SICK  Lf-AVE 


Sick  leave  accrues  to  you  as 
an  employee  at  the  rate  of  one 
working  day  for  each  month  of 
service  to  a  maximum  of  sixty 
days.  Subject  to  the  approval 
of  the  department  head  or  super- 
visor, you  may  take  sick  leave, 
aside  from  personal  illness, 
for  the  following  reasons: 


1.  When  urgently  needed  to  care  for  a  member  of 
your  immediate  family  who  is  ill.  (not  more 
than  three  days  are  granted  at  one  time.) 

2.  When  there  is  a  death  in  the  immediate  family , 
(Five  days  sick  leave  may  be  granted.) 

You  are  required  in  all  instances  to  notify  your 
supervisor  of  any  impending  absences. 


JUDV  DUTY 


Any  employee  required  to  serve 
on  jury  duty  will  do  so  without 
suffering  loss  in  pay.  However, 
as  Montana  law  prohibits  an 
individual  from  drawing  two 
warrants  from  state,  county,  or 
municipal  governments  for  ser- 
vices rendered  during  the  same 
period,  warrants  for  jury  duty 
shall  be  endorsed  over  to  the 
Highway  Commission. 
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miLITAW  LfflVf 


Military  leave  is  granted  to  all 
permanent  and  probationary  em- 
ployees who  are  members  of  an 
organized  National  Guard  or 
Reserve  Training  program.  A. 
maximum  of  fifteen  calendar  days 
with  pay  will  be  granted  to  you 
while  in  attendance  at  such 
annual  encampments  or  training 
cruise,  without  the  time  being 
charged  against  annual  vacation.   If  you  are  a  permanent 
or  probationary  employee,  and  inducted  into  the  armed 
services,  you  will  be  granted  leave  without  pay  during 
the  time  spent  on  military  duty.   To  be  reinstated  to 
your  former  position  with  like  seniority  and  pay,  you 
must  make  formal  application  within  forty  days  after 
discharge  of  military  service. 


LfAVf  Of  A&5f  ncf- 


As  a  permanent  employee,  you 
may  be  granted  leave  of  absence 
without  pay  for  not  more  than 
one  year  at  the  discretion  of 
the  executive  officer  of  the 
department.  However,  upon 
failure  to  report  back  at  the 
prescribed  time,  your  position 
will  be  terminated. 
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conffPEnct  leave- 

Employees  may  attend  conferences 
or  training  programs  approved  by 
the  executive  officer  of  the 
Highway  Commission,  without  loss 
of  pay.  Such  conferences  must  be 
for  the  purpose  of  imparting  in- 
formation that  will  make  the 
employee  better  qualified  to 
perform  the  duties  of  his  posi- 
tion, 

A  satisfactory  permanent  employee  who  gives  evid- 
ence of  becoming  more  useful  to  the  department,  if 
given  further  professional  training,  may  be  granted 
an  educational  leave  subject  to  the  approval  of  the 
executive  officer.   This  leave  may  be  with  full  pay, 
partial  pay,  or  without  pay,  depending  upon  the  cir- 
cumstances involved. 

POLITICAL  -ACTIVITY 


As  a  highway  employee,  you  are 
restricted  from  certain  politi- 
cal activities: 

1.  No  employee  can  ask  for  or 
receive  an  assessment  for 
a  political  purpose  or  for 
any  political  party. 

2.  Mo  employee  shall  use  his 
authority  or  influence 
against  another  for  polit- 
ical purposes. 

3.  An  employee  shall  resign  from  his  position 
upon  filing  as  a  candidate  for  public  office. 

These  regulations  will  in  no  way  interfere  with  your 
franchise  right  to  express  your  private  opinion  on  any 
political  subject,  to  vote  as  you  please,  attend  meet- 
ings, and  join  any  political  clubs  of  your  choice. 
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imPLOYffi  AHOOUTIOn 


A.11  state  personnel  are 
eligible  for  membership  in 
the  Legislative  Council  for 
Public  Employees*  This  organ- 
ization is  a  voluntary  associ- 
ation of  state,  county  and 
municipal  employees  dedicated 
to  "strengthening  the  standard: 
of  public  service,  improving 
the  efficiency  of  service  in  public  offices  and  working 
for  the  enactment  of  legislation  that  will  effectuate 
standards  of  remuneration,  tenure,  sick  leave  and  other 
benefits...". 


mf bit  m\ne 


It  is  often  difficult  for  an 
employee  to  evaluate  his  own 
efficiency  unless  systematic 
reviews  are  made  of  employee 
performance.  These  reviews 
give  the  employee  an  evaluation 
of  his  work  habits  and  effic- 
iency, and  the  department  a 
sound  and  fair  basis  for  de- 
termining advancement  based  on  merit orius  service. 

The  merit  rating  of  an  employee  is  a  written  evalu- 
ation of  his  work  performance  and  its  effectiveness 
based  upon  regular  supervisory  observation.   It  pro- 
vides a  method  by  which  fair  and  uniform  standards  of 
measurements  can  be  applied  by  supervisors  in  the  rating 
of  all  employees.   It  directs  attention  to  those  aspects 
of  his  job  performance  which  may  show  weakness  and 
suggests  means  of  increasing  efficiency.   It  is  a  factor 
used  to  determine  who  is  entitled  to  advancement. 
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tOW  IT  WOBK5 


The  employee  Merit  Hating  Form  E-4  is  to  be 
used  for  employees  up  to  and  including  Professional 
Grade  P-l,  Form  E-5  is  to  be  used  for  Professional 
Grade  P-2  and  above.   At  least  two  raters  should  be 
used,  the  employees  immediate  supervisor  and  the  next 
higher  supervisor  should  definitely  be  the  first  raters. 
One  of  the  most  important  requirements  of  a  good  super- 
visor is  his  ability  to  fairly  and  impartially  evaluate 
his  employees.  Each  rater  should  check  or  circle  the 
number  on  the  scale  for  each  trait,  and  should  also 
place  this  same  number  in  the  respective  column  at  the 
right.   After  all  traits  have  been  rated,  the  column 
should  be  added  and  the  score  placed  in  column  under 
TOTAL.   The  forms  which  can  be  completed  at  division 
level  shall  be  forwarded  direct  to  Headquarters  Office 
and  the  forms  which  require  completion  at  a  higher  level 
should  be  forwarded  through  appropriate  departmental 
channels.  The  employee  who  is  satisfactorily  doing  his 
job  is  an  average  man  with  a  base  of  between  50  and  60. 
Deficiencies  and  superior  proficiencies  should  be  rated 
above  and  below  this  average. 


fiurjoos-e 


It  is  the  purpose  of  the  Merit  Rating  to  assist 

the  employees  to  advance  themselves not  hold  them 

back;  to  aid  them  in  improving  all  factors  in  which 
they  show  weakness,  and  thereby  aid  the  State,  the  De- 
partment, and  its  employees.   The  Merit  Rating,  pro- 
perly used,  becomes  a  periodic  adjunct  and  tool  of 
good  supervision. 

teft<?/7  7b  Be  Patec/ 

At  the  end  of  each  increment  period  a  Merit  Rating 
shall  be  taken  of  each  employee  and  becomes  a  part  of 
an  examination  or  recommendation  for  advancement  either 
under  the  "Training-in-Service"  Program  or  normal  incre- 
ment increase  plan.   The  completed  forms  will  become 
a  part  of  his  official  personnel  record.   Annual  ratings 
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will  be  submitted  on  the  February  payroll  period  for 
all  employees  who  have  had  no  other  rating  during  the 
year.   This  is  to  insure  at  least  one  merit  rating 

CLASSIflCATIon 

Parallel  to  the  initiation 
of  training  programs,  is  the 
initiation  of  position  classi- 
fications covering  all  pro- 
fessional and  sub-professional 
grades  in  the  Montana  Highway 
Department f  s  organizational 
structure. 

You  will  hear  about  these 
classifications.   They  just 

mean  the  kind  of  work  you  do.   Your  job  is  classified 

on  the  basis  of: 

What  you  do. 

What  you  have  to  know  to  do  it. 

What  responsibilities  you  have. 

What  place  it  has  in  the  organization. 

All  pertinent  factors  toward  lateral  coordination 
of  the  classifications  have  been  considered,  the  primary 
consideration  being. that  all  positions,  in  each  wage 
schedule  group,  require  similar  background  and  job  re- 
sponsibility characteristics  for  consideration  in  per- 
sonnel matters.   Only  under  these  conditions  can  the 
same  pay  scale  be  applied  with  fairness  to  all  positions 
in  each  individual  wage  schedule  group. 

The  initial  classifications  set  forth  the  various 
kinds  of  work  existing  at  this  time.  Changes  in  organi- 
zational structure  work  assignments,  and  the  creation  of 
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new  positions  will  require  corresponding  changes  in 
these  classifications. 

Information  set  forth  in  the  classifications  serves 
as  a  guide  to  the  personnel  section  and  to  departmental 
officials  in  developing  tests  and  training  programs  and 
in  judging  the  relative  efficiency  of  employees. 


•34- 


